Attachment 3. Agenda for President to Follow

This Agenda is designed for the President to follow

ABC PRESCHOOL PARENT ASSOCIATION 

GENERAL MEETING

AGENDA

1 MARCH 2007, ABC PRESCHOOL 7.30PM

WELCOME

The time is ……………..and I declare the meeting open. For those who don’t know me, I am …………………, President of the ………………..Parent Association and beside me I have ……………., our Secretary and ……………………….our Treasurer.

Thank you for all coming tonight - we plan to finish the meeting by …………..so there will be time for coffee and a chat afterwards.

PRESENT/APOLOGIES

Please remember to write you name in the attendance book. Are there any apologies please?

MINUTES OF THE PREVIOUS GENERAL MEETING (1st Feb 2007)

Has everyone had a chance to read the minutes? Are there any corrections? 

Would someone like to move that the minutes be confirmed. Could I have a seconder please?

The motion is “that the minutes be confirmed”.

The mover and seconder must have been present at the last meeting

BUSINESS ARISING FROM MINUTES

You should be aware which items need following up on and have prepared a short statement e.g. We have discussed the cleaning problems with the cleaner and there has now been an improvement. The cake stall will be covered in the Fundraising Convenors report and painting under General Business. Does anyone wish to raise any other items from the last minutes?

CORRESPONDENCE

I will ask that the Secretary summarise the correspondence - it is available for perusal if anyone wishes to read a particular article.

Would someone please move “that the inwards correspondence be received? Could I have a Seconder please?

The motion is “that the inwards correspondence be received”.

Would someone please move that the outwards correspondence be endorsed? Could I have a seconder please?

The motion is “that the outwards correspondence be endorsed”.

BUSINESS ARISING FROM CORRESPONDENCE

e.g. You will have noted the letter from the Canberra Preschool Society requesting donations for XYZ Preschool Parent Association. Perhaps we should consider this in general business when we will know our financial situation and any other expenditure requirements. Is that OK with everyone?………….thank you.

Does anyone wish to raise any matter from the correspondence?

REPORTS

· President

The President reports on any action or meetings of the Executive since the last General Meeting. Any decisions made at Executive Meetings need to be reported and the report should be formally received and the actions of the Executive formally endorsed. 

The President moves “that the President’s Report be received”.

The President then moves “that the Executive’s decisions to e.g (pay the Insurance) be endorsed”.

· Treasurer

The Treasurer should present a written report at each general meeting and hae copies available for perusal upon request. The treasurer should explain the report and be able to answer any questions.

The Treasurer moves “that the Treasurer’s report be adopted”

Could someone second the motion please? The motion is “that the Treasurers report be adopted”.

The Treasurer should then present details of the spending. The Treasurer then moves the following motions. These motions should be dealt with individually not collectively. 

“That the cheques as listed be passed for payment”.

“That the cheques as listed be ratified”.

“That the requested spending be approved”.

· CPS Rep

The CPS Rep should at least have a verbal report for each meeting. All CPS correspondence is sent through the CPS Rep but should be noted by the Secretary.

· Teacher

The Teachers should present a report at each General Meetring. This can ber a wonderful learning opportunity for parents to learn about activities which will support their child’s development, as well as an opportunit to discuss the Preschool program and plans for the coming months.

· Fundraising Convenor

Only need a verbal report e.g. profit from chocolate drive, approval for fundraising events next term.

GENERAL BUSINESS

· Maintenance - working bee

It is important that the items listed under General Business be specific to give people a clear idea of what is to be discussed, particulalry when it relates to expenditure. It is also useful if you have listed certain information to help keep discussion on track e.g. how much expenditure may be required for working bee (paint), date for working bee, ask for a volunteer to send out notes about working bee and organise a roster etc.

We’ve noticed a number of items needing maintenance in the playground and I would like to call for volunteers to assist and request a motion to allocate up to $200.00 for materials and paint.

· Proposal to purchase new computer 

I have several quotes here for the purchase of a new computer. Could we please put it to the vote?

· XYZ Preschool Donation 
This items was moved from Business Arising from Corrrespondence. Now that you have had a Treasurer’s report you are in a better position to make a decision regarding a donation.

Would the Secretary kindly read out the letter from the Canberra Preschool Society requesting donations for XYZ Preschool and then we would like to hear your views.

If the decisions is to make a donation then you will need a formal motion i.e.

“that the ABC Preschool donate $………… to XYZ Preschool”. The motion will need to be moved and seconded as usual.

You may be able to donate some excess equipment - again you will need a formal motion (and don’t forget to delete the items from your inventory).

ANY OTHER BUSINESS

Does anyone have anything else they wish to discuss at the meeting?

It is the right of all members to raise items for discussion and it is preferable that matters be attended to when they are raised. However, if there is not time left, or if you need to obtain further information, or if the matter should be notified to all parents to give them an opportunity to present their views, then you can ask the meeting to defer discussion till the next meeting. It Is preferable that the person raising the issue agrees to this postponement, however, you can do it by format motion, if necessary.

MEETING CLOSE

Set the time, date and place of next meeting.

I delcare the meeting closed at ………………Thank you all for coming. Please joint us for coffee and a chat.
